Electronic Plan Submittal

Application Process

1. Complete the appropriate Permit Application and associated checklist.

2. If applicable, complete the Single Family Cover Sheet.

3. Prepare your drawings and supplemental documents per City of Kirkland
Electronic Submittal formatting document (See Electronic Document Formatting
Instructions sheet).

4. Using secure FTP client software to access our FTP site, log into
http://ftp.cityofkirkland.net (see Secure FTP Site Instructions sheet for login
username and password).

5. Create a folder named with the street address or parcel number within the
“upload” folder of the City of Kirkland FTP site.

6. Copy all of the prepared files (plans and supplemental documents) into the new
folder you created on the FTP site.

7. Send an email to Eplan@ci.kirkland.wa.us notifying us that you have uploaded
plans to the site. Include the name of the folder you created and placed the
documents in.

8. If you receive an email notifying you that your application is incomplete (should
be received within 3 working days), simply provide the requested additional
information via the FTP site. Provide complete replacement sets for the
information requested, not just individual revised sheets or additional sheets. Be
sure to send an email to Eplan@ci.kirkland.wa.us when the additional
information has been uploaded.

9. After receiving an email notifying you of your permit number and fees due

(should be received by the end of the next working day), drop off a check at or
mail to:

City of Kirkland Building Division
Attn Permit Tech — E Plan Review
123 Fifth Ave

Kirkland, WA 98033

Make checks payable to City of Kirkland. Please reference your permit number
on the check.

NOTE:
Plans are not officially accepted until submittal is deemed to be a complete
application by City staff and fees due have been paid. Your intake date will be
the later of the date fees are received or application is deemed complete. If your
application is deemed complete and we receive payment within 3 days of your
original submittal date, your official intake date will be backdated to the date
that we first received your files.
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Electronic Document

Formatting Instructions

e All digital document files must be MS-Windows compatible.
e All digital documents must be in Portable Document Format (PDF).

e Security settings must allow reviewers to mark up digital documents, create notes, and to
insert/remove sheets.

Note: All documents, including electronic documents, submitted to jurisdictions are subject to public
disclosure laws.

Drawing Requirements for Electronic Submissions:
1. All sheets shall be oriented so the top of the page is always at the top of the computer
monitor and set to landscape orientation.

2. Pages must be Indexed/Bookmarked on every submission. Each sheet must be named in a
way so the reviewer can quickly move from sheet to sheet (see example below).
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3. All Building Plan sets should be fully dimensioned. This includes, but is not limited to, framing
plans.

4. All text shall be easily readable when set to print. Clarity must be equivalent or better than
Arial, Gill Sans or Tahoma with a font size of 10pt.

5. All plans should be saved and submitted as one combined PDF file. This should include all
disciplines (Civil, Architectural, Structural, Mechanical, Plumbing, etc.). Supplemental
information files should be separate and not included with plan file.

Scanned Documents: PDF documents produced by scanning paper documents are inherently
inferior to those produced from an electronic source. Documents which are only available in a paper
format should be scanned at a resolution which ensures the pages are legible on both a computer
screen and when printed. Scanning should be done at a minimum of 150 dpi and a maximum of
300dpi to balance legibility and file size
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Secure FTP Site Instructions

o FOR EXTERNAL USERS
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The City of Kirkland FTP Site can be accessed at http://ftp.cityofkirkland.net. In order to access
the site, you must use a secure FTP Client.

Below is a link to a free, easy to use FTP client. This link is provided as a courtesy only. The City of
Kirkland provides no support or warranty for this SFTP client. Anyone choosing to use this client does
so at their own risk, and it is possible that the web address for the client may change in the future.

http://sourceforge.net/projects/winscp/

Clicking on the link will open a dialog box that will ask you to run or save the application. Please
answer “Save” and save the file to a location of your choosing on your computer.

Using the above client, or one of their own choosing, the user will be able to connect to
ftp.cityofkirkland.net and specify one of the following user accounts and fill in the screen as shown.

Click on the Session area, if it doesn’t come up that way.

For uploading data (External users
Host name: ftp.cityofkirkland.net
Username: upload

Password: fileupload*kirkland

nd to City; City users receive)

WinSCP Login 2%
Session —Session
- Stored sessions Host name: Part number:
Erviratiment P— =l
e " ftp. cityofkirklatd. net 22=
- Direchories I I =
35H Uszer name: Pagzword:

Iupload sesssssssssssnnnne

Frivate key file:

—Protocal
File protocal: ISFTF' Vl v Allow SCP fallback.
Select color |

I Advanced options

Laogin I Save.. | Close |
.

Click the "Login” button

10f 3
Revision 3/18/2011


http://ftp.cityofkirkland.net/
http://sourceforge.net/projects/winscp/
ftp://ftp.cityofkirkland.net/

The first time that a person logs in using either the client suggested or a client of their own choosing,

they may receive a certificate warning. The server certificate can be accepted by clicking yes in order
to get connected and not receive the warning in the future. Or they can click no each time to connect
if they do not wish to store the certificate permanently.

The zerver's host kep was not found in the cache. You have no guarantee that the
! gerver iz the computer wou think, it iz
L]

The server's rza2 key fingerprint iz
zzhrza 2048 84:92:96:65:e7: 472283 35:58: 22 5 de: a5 b5 28

[f wout trust thiz hogt, press Yes. To connect without adding host key ta the cache,
prezs Mo, To abandaon the connection press Cancel.

Continue connecting and add hozt key to the cache?

Yes Mo Cancel Copy Key Help

The client example below allows the user to drag and drop file transfers which makes it very user
friendly.

The right side of the screen is the FTP server

.3 download - download@ftp.cityofkirkland.net - WinSCP ol x|
Local Mark Fles Commands Session Options Remete Help
&S S @R S F - HR Y G e SH R
SEFvoll @i @EAME| R (5 downlaad ML= IR R R = W s BT W)
Mame = Ext ’ Size | Type. Changed Attr |_~| | mame Ext Size | Changed = Rights Owner |
AL File Folder 5/21/2009 .. ®m. 6/1/20095:5L:...  ruxr-xr-x dowrload
File Folder 10/1/2008 ... D.ssh E[1/2009 580, rexr-rex dowrload
File Falder 6/26/2008 .. )PARKS 5/12/2009 3:01...  rusxr-xe-x dowrload
File Folder 4182007 ., (CFarkpg S/6/2008 400, rwwr-xrex dowrload
File Falder 1242008 .. =smp 5/4/20095:55: ... ruixr-xe-x dowrload
File Folder 6/13/2007 ... (IR WBeck 4{1/2009 315, rwrxres dowrload
ief Architact Fix File Falder 4}18/2007 ... |2)Farbes House Rain Gar ... 325/2009 4:47...  PexT-r-x dowrload
CommentippData File Folder 4/18/2007 ... (freen Kirkland Partners. ., SY11j2009 110, i dowrload
i File Folder 6/18{2008 ... sh (Z)NUD - 5th Record Dra,.. F10/2009 54, rexr-xr-x dowrload
crw File Folder 4}18/2007 .. ) New1 16500th 1/29/2009 2:56...  rwxe-xr-x download
(2 Dockigmt File Folder 142008 ., 122116 south 1/29]2009 1210, ruxe-xr-x dowrload
|2 Documents File Folder 4/18/2007 .. | ) ForEastsidefire. 1/16/2009 2:08. .. dowrload
(CEnvironmental Steward. . File Folder 912008 ., H]dowrload key pub 405 §/L/2008 51500, dowrload
S)FIREAPPS. File Falder sfsfzo09 .. [ dowrload key 1,743 6/1/2009 5:50:.. dowrload
[3Fix PDF Printer File Folder 4/18/2007 ... &) inputre 1,461 3/30/2007 1:13... dowrload
)Fonts File Falder 4}18/2007 ... B bastre 3,116  3/30/2007 1:13... dowrload
EFTR File Folder 10/3/2007 ... B bash _orofite 1,150 3/30/2007 1:13... dowrload
I)FuelData File Folder 3f202009 ... =
=) FwWoB File Folder 4/18/2007 ..
(2 get_corfig File Folder 41182007 ..,
I haodlient File Folder 3f24f2009 ..
(o File Folder 6/8/2009 ..
) 2aiImage. File Folder 5/14/2009 ..
IEIMCAdmin File Folder 6/10/2009 ...
2ymsdourid.trp File Folder 4182007 ... h
(Eanet File Folder 41182007 ... =
08 of 35,483 KiB in 0 of 33 0B of 78758 in0 of 16
# FzRename | P4 Edl =3 FSCopy 3 F6 Move [f F7 Create Directory < FB Delete [ F9 Properties 1 F10 Quit
& SFTP3 ooz

The left side of the screen is the local computer’s files. Use the down arrow at the top to move to the

location where you want to copy files to or from.

Revision 3/18/2011



Then drag and drop documents or folders from one side to the other, as appropriate.

You will see a screen like this:

Tranzfer zettings
Default tranzfer settings

[J New and updated file[z) anly [] Do nat shaw this dialog box again

[] Transfer on background [add to transfer queue)

’ Tranzfer zettings... l I Copy ]’ Cancel l’ Help

>

Click the Copy button

P Terminate session 'upload@ftp. cityofkitkland.net' and cloze application?

[1]8 l [ Cancel

[ Mever ask me again

When you are done click the X box to close the screen, and click the “OK” button on the
Confirm terminate session screen.
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